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INQUIRIES OVERVIEW

PeopleSoft Payables allows for easy inquiry across all facets of a transaction. The system goes beyond
the basics of displaying recalled transaction information by tailoring its inquiry capability to real world
questions that may be asked. The system accomplishes this by providing:

Display of transaction history.

The ability to query the same transaction by several criteria.

Drill down capability to supporting transactions.

Cross-module linking of inquires.

Inquiries that relate to Payables transactions originate from either:
Purchase Orders
Vouchers
Payments
Vendors
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PURCHASE ORDER INQUIRY

PO ACTIVITY SUMMARY PAGE

The PO Activity Summary page is a great tool that gives a visual representation of activity that has
occurred against a purchase order. This inquiry is especially helpful when one needs to know what kind
of activity has taken place after a PO has been dispatched. Examples of questions that a vendor may
ask that would necessitate its use would be:

What is the status of receiving payment against PO XXXX?
Have any purchase orders issued to vendor XXX after 02/03/03 been received or paid?

Navigation: Purchasing > Purchase Orders > Review PO Information > Activity Summary

PO Activity Summary
Enter any infarmation yvou have and click Search. Leave fields hlank for a list of all values.

[ Find an Existing Value %

Business Unit: = ¥ 11000 4l
Purchase Order: | hegins with j |
Purchase Order Date: = o | e

Purchase Order Referen-::e:l hegins with L‘ |
Vendor ID: [ begins with | [oooo0oo017 =Y

" Case Sensitive

Search | | Clear | Basic Search [ Save Search Criteria

Utilize the above navigation to view the PO Activity Summary page. The Business Unit field will default
from your user preferences. The additional fields, although not required, serve to narrow your search. In
this example, we have specified a specific Vendor ID. Click on the __==aeh | putton to return a list of
values that meet the search criteria

Search Results

1-4 of 4

Business Unit Purchase Order Purchase Order Date Purchase Order Reference Yendor ID

11000 0000000y 03/07/2003 (hlank) 0oooononty
11000 0o000ooooya 03/07/2003 (hlank) 000000001y
11000 0000000053 022712003 FOO50 0oooononty
11000 0000000030 D2/26/2003 (hlank) 0oo0onooty

Our search results have returned values that have matched our criteria. If only one value was returned
we would be taken directly to the PO Activity Summary page. In this example, since we have three
values, we will click on the desired purchase order. If the PO number is known, typing it in will take you
directly to the PO Activity Summary page.
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[ Activity summary
Unit: 11000  PO:  (QO000O0O43  Vendor:  WWOODMANSEE PO Status:  Compl

QFFICE SUFPLY

Customize | Find | ol | B First @ 1001 B Last

=

em

ine Ite DeStristio uol Order Qty  Amount Ordered  Amount Only
Ird 1 Bond paper 85 5.0000 40.000 7]
Oty Rovd: 5.0000 Oty Inved: 5.00 Oty Mtchd: 5.0000
Qty Accptd: 5.0000 Amt Invcd: A0.000 Amt Michd: 50.000
Eeceipt Invoice Matching Open Oty 0.0000 Open Amt: 0.000

[ CLReturn to Search:] +E Hextin List) +E Prewious in List) |[E Mty )

The PO Activity Summary page shows us summary information regarding what has occurred after the PO
has been issued. In this example, we can ascertain that of ten items ordered, ten have been received,
while only eight have been matched, and invoiced (vouched). This means that we are waiting invoicing of
two items. We can get more detailed information by clicking on the Receipt, Invoice, or Matching links.

If there is more than one line item you will need to select it in order to view the activity of it.

Unit: 11000 POID: 0000000049 Line 1 ftem ID

tomize | Find | First (4 40 1 [ Last
% BURecv Receipt Ho W Status ~ Seq VndrReptQty  Vndr Reject Oty Amount Currency
r 111000 000000003 1 Received 1 5.0000 0.0000 50,000 USD [+ =]

The Receipt link provides detailed information on items that have been received. From here it is possible
to drill back into the purchasing system to obtain more information regarding receiving documents,
purchase orders, requisitions, contracts etc. Select the PO Activity Link to go back to the PO Activity

page.

Unit: 11000 PO: 0000000049 1 ftem ID
C ¥ First (4] 1011 [P] Last
Sched Hum AP Unit  Youcher ID Line Quantity Matched Amount Matched
O 111000 00000054 1 5.0000 50.000 +]| =]

Clicking on the Match link displays vouchers that have been matched according to the matching rules in
effect.
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Unit: 11000 PO: aooonono4s Line 1
i) First (4] 1061 [B] Last
- Sched Num AP Unit Youcher ID Line Quantity Immoiced  Amount Invoiced
~ 111000 00000054 1 5.00 soo00 4+ =]
Activity Summary Voucher Inguiry

By clicking on the Invoice link, the user will see the vouchers created against the PO. To get more
detailed information on the voucher, click on the Voucher_Inquiry link, to go to the Voucher Inquiry page,
which will be covered in the next section. To go back to the PO Activity summary page, use the Activity

Summary link.
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VOUCHER INQUIRY

VOUCHER INQUIRY PAGE
The Voucher Inquiry page is utilized to display detailed information on vouchers. This page is divided
into:
Search Criteria — specific search parameters are entered in this section to locate vouchers that
meet the search criteria.
Sort Criteria — orders the results by the parameters specified.
Voucher Inquiry Results — Displays the search results.

This inquiry can be accessed by the navigation below, or linked from another inquiry. Examples of
guestions that this inquiry would be utilized to answer would be:

A Vendor needs to know the status of receiving payment for their invoice number XXXXX?
What vouchers were created for vendor XYZ Co? Of these, are any payments scheduled?
Have any vouchers been created for Vendor XXX over $5007?

Navigation: Accounts Payable> Review> Vouchers>Voucher Inquiry
As a minimum, Business Unit must be populated; the other fields are optional and serve to narrow your
search.

Youcher Inquiry
From Business LUnit; To Business Unit; From Youcher ID: To Youcher ID: “Woucher Style:
11000 Q) fr11o00 Q) | Q| =Y | All Voushers =l
From Invoice: To Imvoice: Post Status: Approval Status: VYoucher Balance:
| al | Ql | o | = H
SetiD: From Vendor Short Hame: To Vendor Short Name: Youcher Date Type:
fErare ) | Q| Q] =
From Vendor ID; To Vendor ID: Vendor Location: From Date: To Date:
| Ql | al | al | | lar1r2003 B Jo3i1i2003
*Amount Rule; VYoucher Gross Amount:  Transaction Currency; e
Search Reset Criteria
[ 3 | | « | |
*Sort By: |\-fuucherID j *Sort AsciDesc: |Ascending j Sort

Display Currency Criteria
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When the above navigation is utilized the page will be initialized as shown above. Multiple parameters of
search criteria, along with the ability to enter ranges of data allow for very specific searches to be
accomplished. When all known criteria are entered, press on the ﬂﬂl button to return a list of

values. Results then populate according to the search criteria. To change the order of the results, adjust

the sort criteria and press the il button. Results are split onto the Voucher Details and More

Details tabs. Detailed information from each tab is explained below.

North Dakota ERP Project

NOTE: Whenever this page is accessed via a link, the search criteria and voucher inquiry results will
already be populated.

Voucher Details Tab

‘'oucher Inquiry Results

|-' Youcher Details '.I More Detailz:

Business 3 Invoice Yendor Youcher Detail Payment  Scheduled
Unit Youcher ID Invoice Humber Date Vendor ID  Short Wendor Narme Loc Style Lines Information P ents

|11000 00000001 - Ap-001 2-20-03 02122003 0000000007 WoOoD-ACH-001 MAIN Regular B

First [4] 4.100
. " Youcher Y
Transaction Gross livoice Unbaid Unapplied Total Hon- Entered Gross Amount Het Amount
Currency Amount LAl Prepayinents Merch VAT Paid Paid
Balance
UsD 8B.88 88.88 0B.88

On this tab, transaction information from the voucher may be obtained. Additional information may be
drilled down by accessing the following icons:

=
To obtain information on the distribution lines for the voucher, click on the Detail Lines |-_‘I§' icon.

To obtain information on scheduled payments, click on the Scheduled Payments = icon. This

will bring up the Schedule Payment Inquiry page. The Schedule Payment Inquiry page is
explained later.

If there are paid vouchers, utilize the Payment Information icon.

NOTE: The above screen capture has been divided into two separate images for display purposes.

More Details Tab

o Delale | More Details |

EMEMOSE 0 e p BT Apor  Meotch  Chese L
Limit — Stal  Stalus  Stalus
11000 0000D00T  Posted  Approved Mo Watch  Open  DZMZE003 02002003 0202003 vald  MEld

Additional voucher information is displayed on this tab. This tab gives you the status of the voucher.
(Budget check, matching, posting etc.)
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PAYMENT INQUIRY

PAYMENT I NQUIRY PAGE

Pasanen kngairy |

™ Spaich Criserss
Peayeme Fasterence 10: | PagmentStates: | =]  Fomen et | 5]
Sank Seti: & Bk Gotes:
Hank Accouni: [ 4 Bore goooue |

Py Oycie Y Propy Cycie S 1 <

Fasrmil Sesil; 4 Fenit Vendor: 2

andor Marme: ] G Wendor Location:

“Smintirt Fil g} [ Ay = A Curmsacy &l

From Datee Bl ToDale m Baarch RagatCrhana |

g et .|

141 500t [Accoum =] P |

E_rw_l-.-_ | |2 roakat |

“Pmd 5ol Fyrred Ret =) ort Tye [z = Borl

The Payment Inquiry page works similarly to the Voucher Inquiry page, and returns detailed information
on payments, and has the same structure of Search Criteria, Sort Criteria, and results. This inquiry may
also be navigated directly, or linked from another inquiry. Examples of questions that this inquiry would

be utilized to answer are as follows:

What payments were issued to vendor XXX from 01/01/XX through 02/28/XX?

What payments were issued against XXXX bank account?
Has the payment cleared the bank?

Were any payments re-issued payments to vendor XXX in the last six months?

Navigation: Accounts Payable> Review> Payments>Payment Inquiry

Inquiry and Reporting

Page 10 of 24

MAXIMUS, Inc.a — Proprietary & Confidential — Unauthorized reproduction prohibited.




CONWVEC
Mﬁﬁh&.us N

When the above navigation is utilized the page will be initialized as shown on the previous page. Multiple
parameters of search criteria, along with the ability to enter ranges of data allow for very specific searches
to be accomplished. When all criteria are entered, press on the _BEEM button to return a list of values.

Results then populate according to the search criteria. To change the order of the results, adjust the sort

criteria and press the Son button. Results are split onto the Payment Details, Additional Info, and

Vendor Details tabs. Detailed information from each tab is explained below.

North Dakota ERP Project

NOTE: Whenever this page is accessed via a link, the search criteria and voucher inquiry results will
already be populated.

Payment Details Tab

Payment Inguiry Result

Payment Details Additional Info Wendor Details
Payment 4
Payment 2 Payment Recon Reconcile
Reference Amount cy Lreation Date FPayment Uate
::)eference Method Amount Currency Creation Date P ent Date Status Status Date
nooooooz  ACH 100.00 LsD 021272003 020272003 Paid nrecon
noooooas  AcCH 100.00 UsD 030372003 030352003 Paid Unrecan

The payment details tab contains quick information about payment status, dates and amounts. This
tab is presented first, as the information here would be most useful in answering a vendor inquiry.

Additional Info Tab

Payment Inguiry Result

Fayment Details |' Additional Info '.I “endor Details
Payment
Post Cancel Bank o
::)eference Status Action Cancel Date Pay Cycle Seq Hum Account Bank Account # Description
00000002  Posted Mo Cancel DAILY 23 BrD 9-10-151 Bank of Morth Dakota
00000003  Posted Mo Cancel DAILY M BMD 9-10-141 Bank of Morth Dakota

The additional Info tab contains bank, check cancellation status and PayCycle information.

NOTE: In production, values on the above page will differ slightly from the manual, as changes were
made that could not be incorporated prior to the cutoff publication of this manual.

Inquiry and Reporting Page 11 of 24
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Vendor Details Tab

Payment Ingquiry Result

| Payment Detailz | Additionsl Info ¥ vendor Details

Payment

Reference Vendor Name Yendor ID
D

ooogoog2  Chuck Lang goooooooto
0oooonos  Chuck Lang goooooooto

The vendor details tab, displays the vendor that actually received the payment.

Additional Payment Details

Back Ta Fasment ingulrs
BartMame:  Eankofraoch Dakota Pymnt Red I noanaan:
Bank Boome ¥ 921 0-151 Accoemiing Daete
Py Cycte: DALY Gegham 73 Pament Gebe 022710007
WRH0E Mashee  Chock Lang ez Comed an disge 12
Eitrags 1002 Marth 72 Srect Prananedi Clear Dae
Rescamcila Dt

Bizmam D T Ugh  VaiueDabe: 022003

Pagnent Amour: 100.00 LSD P iypat MIH
HilkoiE

Descrption: :]
1000 pOODONET 4 gz FEIRChE 10000 100,00 USD Arcowrts Parable Vauchers

From any of the above three tabs, clicking on the Payment Reference field will invoke this page. From
this page, clicking on the Voucher ID field brings up the Voucher Inquiry page for that voucher.

Inquiry and Reporting Page 12 of 24
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VENDOR INQUIRY

SCHEDULE PAYMENT INQUIRY PAGE

Schedule Payment Inguiry

Search Criteria

vendor Set ID: IS HARE[A]  From Wendor ID: I =Y To Vendor ID: I =Y
From Yendor Name: I ﬂ To Vendor Name: I ﬂ

RemitSetn: | Q|  Remit Vendor: Y

Business Unit: |11000 Q| voucher ID: [ & apprstat | Q) syie: | Q prepai] =
Banksetn: | Q|  Bank Code: Y Bank Account: [y
Scheduled Pay From l— B To: l— B

Date:
*Gross Amount Rule: I-""”V j' Gross Amount: I 0.00 Trans IUSD Q) Search |
currency:
Payiment Method: I [l Hold I :l' Reset Criteria |
Payment:

Display Currency Criteria

“Astsort:  [Vendor D - | 2ndsort:  [voucher D | gl
*Sort Type: [ = | ‘Sort Type:  |Ast -

Ednotity ) [ 2 Refresh

The Schedule Payment Inquiry page works similarly to that of the Voucher Inquiry, and Payment Inquiry
pages, and has the same three-part structure. This page returns detailed information on scheduled
payments by vendor.

This inquiry can be navigated to directly, or linked from other inquires. The search criteria can be
adjusted to answer questions such as:

What payments are scheduled for vendor XYZ?
What payments are scheduled next week over $1,000?
When is voucher XXXX due for payment?

Navigation: Accounts Payable> Review> Vendor>Schedule Payment Inquiry

When the above navigation is utilized, the page will be initialized as shown above. Multiple parameters of

search criteria, along with the ability to enter ranges of data dlow for very specific searches to be

accomplished. When all criteria are entered, press on the S | pytton to return a list of values.

Results then populate according to the search criteria. To change the order of the results, adjust the sort

criteria and press the =i button. Results are split onto the Schedule Details and More Details

tabs. Detailed information from each tab is explained below.

NOTE: Whenever this page is accessed via a link, the search criteria and voucher inquiry results will
already be populated.

Inquiry and Reporting Page 13 of 24
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Schedule Details Tab

Sehedule Paymer T Listeg

4 Bemeduie Betals | Wors Drals

Short Vendor Hame o
REQ 11000 gopoopds 1334 a0000000T  LIMIT-1 085001 1 CHE

03raoo IF 200000 UED
Q000poomE:  DACOTAH-001 1 CHK

REG 11000 QOO000TE  AP-D2E pdosw o oyeker 2-14-03 LRIFERAT I R 110000 Ls0
The Schedule Details tab contains quick information about the status of pending payments and

scheduled pay dates. Clicking on the Voucher ID field invokes the Voucher Inquiry page. Selecting
the Voucher will take you to the Voucher Inquiry Page.

More Details Tab

Schedule Payment Listing

' Zchedule Details |' More Details '|I

Style Business Unit VYoucher ID Remit SetiD Remit VYendor

Bank Account # Bank SetlD Bank Code Bank

Account
REG 11000 00000044 SHARE Q0ooooooooY 3-10-151 STATE BMD BMD
REG 11000 oooooo1s  SHARE Qooooooonz 9-10-151 STATE BMD BMD

The More Details Tab supplies additional payment information.

V ENDOR BALANCE INQUIRY PAGE

“ Wendor Current Balance '\

Search Criteria

Business Unit:
SetiD: From Vendor Short Name: To Yendor Short Name: |1 1000 g
[STATE @]  |HELEN'S-001 Q]  [HELENS-001 Q|
Transaction Currency:
From WYendor ID: To Vendor 1D: IUSD ﬂ
QJ Ql
I I Search |
fsort Criteria
*Sort By: | vendor ID | *Sort AsciDesc: | Ascending | Fort

Display Currency Criteria

The Vendor Balance Inquiry page is a means that lets you quickly view the outstanding balance for a
vendor or range of vendors, this page displays vouchers that have been created, but not paid.

Navigation: Accounts Payable> Review> Vendor> Vendor Current Balance

Inquiry and Reporting
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When the above navigation is utilized the page will be initialized as shown on the previous page. Multiple

parameters of search criteria, along with the ability to enter ranges of data allow for very specific searches

to be accomplished. When all criteria are entered, press on the Searth | hutton to return a list of values.

Results then populate according to the search criteria. To change the order of the results, adjust the sort

criteria and press the Sed button. Results are split onto the Schedule Details and More Details

tabs. Detailed information from each tab is explained below.

NOTE: Always use SetID ‘SHARE’ when making inquiries from this page.

Wemdor Cifrend Balances

Ve D Shart entor Narne Business U Tiansaction Curency Googs Araunt. Unaeed Presawnents  Pavable Balancs 10Eh
oonooonn ¥ HELEN"E-001 1000 Lan 30000 3.900.00 E"::

The search results will display the balances for the vendor(s) selected. Clicking on the underlined fields
will take you to t=rLe Schedule Payment Inquiry page and display all vouchers that make up the balance.
Clicking on the = icon will invoke the Voucher Inquiry page, for the same vouchers.

Inquiry and Reporting Page 15 of 24
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REPORTING

There are several reports in the system that can provide transaction based information on demand. The
purpose of this course is to familiarize you with the process of running a report, and to give an idea of the
number of reports available. Accordingly, detailed information about reports will not be discussed here.

North Dakota ERP Project

For our example on running a report, the Posted Voucher Listing has been selected. Remember, that the
procedure for running any Crystal report is identical.

Posted Youcher Listing
Enter any information you have and click Search. Leave flelds blank for a list of all values.

Find an Existing Value Add a New Value

Run Control ID:|begin5 with =] |

I” Case Sensitive

Search Clear | Basic Search [ Save Search Criteria

Find an Existing Yalue \ Add 2 New Value

Navigation: Accounts Payable> Reports> Voucher> Posted Voucher Listing

First, use the above navigation. In this example, we will select an existing Run Control instead of.

creating a new one. If the Run Control is known, enter it into the box, otherwise, press the _Se_aril

button to display a list of run controls. You may limit your search by partially populating the field.

Search Results
1-2 of 9

Run Control ID Languadge Code

Budiet Check English

MATCH Enalish
FPay Post English
QR Endlizh
[ ] o Endlizh
QRS Endlizh
REFPORET Endlizh
Fedistar French

Youcher Post English

Next select a run control.

Inquiry and Reporting Page 16 of 24
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{ Parameters

Bun Control ID:  ADHOC

Report Manager Frocess Monitor Run |

Language:

Report Request Parameters
Business Unit: |11D g Office of Management & Budget

From Date: IEIQJ’EH.I’EDEIE
Thru Date: IDQJ’SDJ’EUDE B

“Yendor Select: |Se|ectAIIVendnrs j
First (4] 1.0 1 [F] Last
Bl save) [{Retumn to Search) (45 Nextin List ) S (E ety EkAdd
. Run .
completed, click on the 4| icon

On the Parameters page, select the criteria for the report. When
to go to the Process Scheduler Request page.

Process Scheduler Request

User ID: kreynolds Run Control ID: ADHOC

Server Name: I j' Run Date: |U3f1 1/2003 ]
I 'l Run Time: lS:ST;D?PM Resetto Current DatefTime I

Recurrence:

Time Zone: I 4l
Select Description Process Name Process Type *Type *Format
T Posted Youcher Listing APY1020- Crystal jwen x| [HTM 7]
NDSAPDT Crystal [ven =] [Fmm =] B

¥ Posted Yaucher Listing - MD
A customized version of this report has been developed for the State of North Dakota (NDSAPO01). Select

the version you want to run.

Next, press the ﬂ_l button to run the report. You will then be taken back to the Parameters page.

Page 17 of 24
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Parameters "

Run Control ID:  ADHOC Report Manacer Process Monitar Run

Language: IEninsh :l' Process Instance 9255

Report Request Parameters

Business Unit: I'HEI Q] Office af Management & Budget

From Date: IDQIEIHEDEIQ [
Thru Date: IDQ.GEIIEDEIQ [

“fendor Select: | SelectAll Vendors ¥ |

Yendor 1D Hame

B save) [ClRetunto Search | (45 NextinList ] (1= | [ETnstity EkAdd
Click on the on the Report Manager link.
Report Manager Link
Explarer |~ List | Administration Y Archives

User: Ikre\,rnolcis Type: | jLast |_1|Days vl Refresh |

Status: | =] Folder:| | mstance: | to: |

Report List

Select Emmﬁnce Report Description Eﬁ;ﬁ—iﬂm Format Status Details View
v 4793 8755 E%stequcherListing— 335313@2'3“3 (H*I]r;drh)Documents Posted Details View
[~ 4792 9254  Trial Register el (H,LTrE)D““mE”tS Posted Details View
[~ 4791 9253  APY2031- Sl (H,L%)D““mems Posted Details View
r 4780 9252 rI:%sted‘mucherListing- g?%ﬂag’;gif gLTrh)Ducuments Posted Details View
r 4788 8759 rI:%sted‘mucherListing- g?:li;15J’$gEn3 cljjl;]htﬂrh)Ducuments Posted Details View

%lcnckthe delete button to delete the selected repori(s)

To print the report:
Tab to the Administration Page
(v)) the report that you wish to run (in this case the Posted Voucher Listing)
Click on the View link

Inquiry and Reporting Page 18 of 24
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Report Detail Link

Report Detail
Report ID: 4733
Hame: MOSARQT

Fosted Youcher Listing - WD

Process Type:

Process Instance: 92455

Crystal

File List

Hame File Size (hytes) Datetime Created

Messade Log 1] 03M11/2003 4:09:55 41 FO00PM PST
MOSAPOT 9255 HTM GET 466G 03M11/2003 4:09:55. 41 FO00PM PST
PeopleSoft Trace File 8,785 0311/2003 4:09:55 41 TOO0PM PST

Return |

Click on the APY1020- 1972HTM link to view the report.

Crystal Report Viewer

L HOEAPH Cacgmdfol o Ores g 1
POSTEN VOUCHER LISTi0 o 1 00
B E L]
e e mw
Por #a paranct (3= TUETE G KR
wrdar K i BT i S R
sk 1D IR vt O 00 S 3000
] A ot [ oo
o LI . | e AL B m im AR Bowwi  Opiad  PEd B oaa Pagom Pede LA 1 il fdaen)
A Sp IR PEIREMT PR L] ! MR NG W 0 (i)
ERORERS R 1 EE T ]
EROMERS MRS 1 MEE EeE s
EIRCE 1 NIWE M [ ]l w0
Wt (RO fobw © L) il B
e IC ORI Wi CORE O e 0R
L] - out . moom
W [L] s BT L (L] (LS L Foww Oplak P LT L Srbltilbad 1§ Erdf Alarsl
eI SLTARAL ERCEL Ea] ! FWE NBE IW L) L
[T 5 OTH 1 ITHE  XNW L _d
[T T ner 1 ITRE  HBW Lol )
sfumaHy L1C I L] L [l VR T Soire
M apiEe PARKHT Lr T -~ MY ®ifi0 il [ 1] S
L AR Wifi0 Pl
L] [ i SR Wi iy
EFORNET 1 OEE WS W [ ] L
R OBIORH L o ;L0 18 2|
wauhyr I IOBET b a0 Fp 20
i e can . [T
-1l Lt At Acbw:  om Mo RE D Dpladn e colge o D Pegtr o - L.
0 ACCANAL  MRELY AP ' TEE  MiE0 W ) T
TP 1 ' TEE  Ewa A RO R How
P il PAREHT Lt il L i TEE  Hif0 Ll o
cEwan CR ' aEE W 1w [ =

You will then be able to view the report, in a new browser window.

Inquiry and Reporting
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QUERIES

The system has the functionality to analyze subsets of the database and return this data. This is done
through means of a query. Queried data is returned in the following formats:

To the computer screen

To a report

Output to Microsoft Excel workbook

Queries can be simple or complex in their function, and have the unique ability to be created with only
minimal training. This course will focus only on the running of queries that have already been built;

creation and modification of queries are beyond the scope of this course.

Navigation: Reporting Tools> Query> Query Manager or Query Viewer

Gluery Manager
Find an Existing Query
*Query Type:
Search by:  [Mame x| |beginz with =] [NDSQ [User |

Search |

Create Mew Query

You can then find an existing query by entering criteria in the Search by fields. The first field allows
you to search by “Name” or “Description”, while the second uses “Begins With” and “Contains”, in the
remaining blank field, you enter the value you are searching for. This is especially helpful when you
only part of a name or description. Accordingly, the following types of searches may be chained
together:

Name Begins With XXX

Name Contains XXX

Description Begins With XXX

Description Contains XXX

If you are unsure of the name or description, leave the field blank and a list of all queries will

be displayed.

Press on the ._EEEVM button to search for the query. In our example, we will search for the value
‘NDSQ'.
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SEARCH RESULTSPAGE

The Search Results page appears. The results will list all queries that match the search criteria. The
following information is displayed:

Query name.

Query description.

Ownership. (Public or Private).

Actions allowed. (Based on security access).

Search Results

Custornize | Find | view Al | 88 First [ 12012 [ Last |
HMDSaGLOT Qriginal Approp by Fund Fuhlic  Delete Eename Run Schedule
HMOSQEL02 Criginal Budget by Class Fuhlic  Delete Eename REun Schedule

Scroll to the name of the query that you want to run.
Not all queries appear on the page. To see more of the list, use the navigation buttons and links located
on the header bar.

First (4] 130 of 100 I3 Last

To display all of the queries, select View All and use the scrollbar to go through the rest of the list.

To run a query from the list of queries, click the Run hyperlink located on the same row as the required
qguery name. If there are no prompts in the query, a new browser instance will display with the results of
your query.

If there are prompts defined in the query, you will need to enter the desired criteria in the prompt fields
prior to seeing the results. Prompts make the query dynamic in that each time it is run, you can change
the selection criteria.

Wiew Results

Then press Ito display the results of your query.

DOWNLOADING THE QUERY ASAN EXCEL SPREADSHEET

You have the option of downloading your query to an Excel spreadsheet. Click the hyperlink An Excel
Spreadsheet link to open the file in your browser in Excel. If you are using Excel 2000, the Excel
spreadsheet will appear in your browser. To save, select File, Save As. If you are using Office 97, the
File download dialog box appears. You have the choice of opening the file in your browser or saving it to
disk.

PRINTING A QUERY

To print a query, you must first have run the query and have it displayed in your browser. Select the Print
button from your browser or select File, Print from you browser menu. The query will be printed on your

default printer.
Inquiry and Reporting Page 21 of 24
MAXIMUS, Inc.a — Proprietary & Confidential — Unauthorized reproduction prohibited.




CONUEC

MAXIMUS N
w North Dakota ERP Project

Navigation: Reporting Tools > Query > Query Viewer

QUERY VIEWER PAGE

Gluery Manager
Find an Existing Query
*Query Type:
Search by:  [Name x| [begins with | [MDs0 IUser ~|

Search |

Create Mew Query

Search Results

Custamize | Find | View Al ‘ First [ 12062 [#] Last
HOSQELO1 Public  Delete Eename Run Schedule
HOSQGEL0Z Original Budget by Class Fuhblic  Delete Rename Run Schedule

On this page, enter a portion or the entire query name you wish to access and then press theﬁm.
Button, in the above example we entered ‘NDSQ’. A list of queries will appear in the Search Results list.
To run the query, press Run. The following page appears.

NDSQGLO1

unit: [15] Q]
View Results |

No results are immediately available since this query has prompts defined for it. Therefore, prior to
seeing the results, we must insert the required information. This query is prompting for the business unit.

We can either enter a specific business unit such as “11000” or we can enter a wildcard character (%) to

Wiewy Results

select all values. Once the prompts are populated, then press |to see the results below.

Note: Some queries will have no prompts and therefore the results will be available immediately
upon pressing the Eun hyperlink.
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NDSGGLO1

Unit: |1% =
View Results |

Download results in . BExcel SpreadSheet C5W Text File (1 ki)

1-Gofa

1 1M APFROP_BUD 10 noooz a -19719358.000
2 1M APPROP_BUD 101 nooo4 a -2394239.000
3110 APFROP_BUD 110 noooz o -400000.000

4 110 APPROP_BUD 110 noooa a -81592120.000
5 |10 APFROF_BUD 110 naood a -18880192.000

This view gives a quick look at the results. Since it is in the browser, you can print this page from the

browser menu.
press._Excel Spreadsheet.

However, if you want to download the information to Excel to analyze the information,
This brings you to the same page but now in an Excel Spreadsheet as

follows.

M it sz ondstate.ndas  pec B4 _2/ EMPLOYEE/ERP /1y - Mixrosoft Intemner Expharer ..J_ =l
Fis Edt ew Iret Fomet Toos Data GoTo Fevonbss  Hep | & |
Efack = = - 5 3 | Doeach Sgraoke: Brede B B - S = H S
Ailresss [{] https:jord state. rd usjpscindFEq_2 {EMPLOVEEJERF)g] x| e ks @)
A1 = = hOSaELM
Tal ® C 1] E | F T & H [ 1 [ & | K i
1 NDSQGLO
2
3 |Unit|Ledyer | Oper Unit | Fumd | Entry Type | Sum Total Amit
4 {101 |APPROIO0Y o o =187 195
5101 |APFROIOT oo o -2384538
E {110 |AFPPROI110 o o -40 0000
T {110 |APFRO11D oaod jo -0192120
2 110 |APFPRG|110 oaod |0 S1B=E01 92
=]
0
i
12
13
14
15
16
17
| 18|
13
2
21 g
WA 14 BT
[Z) [ Urkewn Zome 4

Now you can perform any Excel tasks you wish. To save the spreadsheet, go to File, Save As to see the
following page.
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File

Edit  Wiew Insert  Format

Tools Data GoTo Favorites  Help
| e = e ——— = —
Save in: Ig Local Disk {22 j 4= | o P * Tools -
|:| Docurnents and Settings
GLDtus
1 Program Files
Dtemp
I:'u'-.-'eb_xpps
| W ININT
File namme: MDSGEL0L j E Save I
Save as iype! |Microsoft Excel 97-2000 & 5.0/95 Warkbook, - Cancel |
T nicode Text -
19 Microsaft Excel 5,095 Workboaok,
20 iMicrosoft Faxrel 97-2000 & 5,095 Waorkbook:
5V {Comma delimited)
21 Microsoft Excel 4.0 Waorksheek
414k K Microsaoft Excel 3.0 Worksheet Y
[=5 e

Be sure to not only name the spreadsheet, but also select Microsoft Excel 97-2000 & 5.0/95 Workbook
format. Then save the spreadsheet.
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